
Records Retention Schedule 

GEORGIA DEPARTMENT OF WMAN RESOURCES 
I DIVISION OF YOUTH SERVICES 

Court Services Unit 

APPl. - Description Disposition No. 

* 78-70 COURT SERVICE WORKER AND COM- Cut off file as follows: 
MUNITY-BASED PROGRAM CASE FILES 

Court Service Worker File - Documents relating to care 
and supervision of juveniles by 

Upon termination of care, Court Service Workers in com- 
place all papers in the munity-ba ed ro rams (Day Cen- 2 p g  inactive file arranged by ter/ Group Home/ Community 
year youth will reach age Treatment Center) in lieu of 

(Exception - if youth is 

- 

institutionalization. In- 21; 
eluded may be: forms -- 2 - 

terminated in his/her 18th (Health Record); 4056 (Re- 
quest for Apprehension and year, place those papers in 
Detention of Juvenile); 4047 the inactive file arranged 
(Order to Modify Previous Or- by year youth will reach 
der); 4062 (Juvenile Court age 22); 
Witness Subpoena); 4063 hold to end of calendar year 
(Juvenile Court Order to Ap- 
prehend and Detain); 4064 transfer all papers to State 
(Conditions of Aftercare); Records Center; hold 3 years; 
4065 (Conditions of Proba- 
t ion) ; (Social History 
Outling); 4081 (Order of Com- 
mitment); 4082 (Permit for continue to hold in local 
Plan of Care); 4084 (Evalua- holding area 3 more years; 
tion Form); 4090 (Juvenile then destroy; 

youth will reach age 18; 

then destroy 
or 

Complaint Report); 4091 I 

(Report on Children Served by 
Court Service Staff); 
(Daily Record of Activities); 

charge from Detention); 
(Order Termination of Proba- 
t ion) ; (Order for De- 
tention) ; (Juvenile 
Court Petition); (Notice 
of Revocation Hearing) ; 4103 
(Notice of Preliminary Hearing); 
4104 (Findings of Preliminary 
Hearing); 4105 (Affidavit); 
4106 (Admission of Violation 
Waiver); 4107 (Initial Decision 
of Hearing Officer); 4108 (VLo- 
Report) ; 4109 (Subpoena) ; 4001 

(Certificate of Dis- 

v111-H-2 
L. * Department-wide Schedule 

(Except ion : 
Northeastern Judicial 

Kennedy Center - Atlanta 
Macon Judicial Circuit 
Dougherty Judicial 

Eastern Judicial Circuit 

Circuit 

Circuit 

for years ending in 0 and 5, 
transfer one cubic foot of 
records to State Archives; 
destroy remainder of records 
for those years). 

Day Centers1 Group Homes/ Com- 



Records Retention Schedule 

GEORGIA DEPARTMENT OF HUMAN RESOURCES 
DIVISION OF YOUTH SERVICES I 

Court Services Unit 

APPl. 
No. Description 

* 78-70 (Petition for Requisition to 
(cont.) Return a Runaway Juvenile); 

4034 (Application for Compact 
Services); 4004 (Requisition 
for Runaway Juvenile); 4018 
(Requisition for Escapee or 
Absconder); 4027 (Consent for 
Voluntary ‘Return by Runaway, 
EStcapee, or Absconder); 4028 
(Placement Investigation and 
Supervision Request); 4029 
(Report of Sending State Upon 
Parolee or Probationer Being 
Sent to Another Jurisdiction); 
4033 (Memorandum of Understand- 
ing and Waiver-Parolee or Pro- 

cation for Title XX Social Ser- 
vices) ; (Title XX Ser- 
vice Card Certification Form) ; 

(Title XX Service Card); 
5511 (Basic Data Form Turna- 
round); 5521 (Service Delivery 
Log - Primary Client). Also 
included are evaluations of 
progress and correspondence per- 
taining to the case. The file 
is arranged: alphabetically by 
last name of youth; or, by case 
number. 

bationer); (Family Appli- 

VI I I -H- 3 
I 

* Department-wide Schedule 

Disposition 

munity Treatment Centers/ 
Files- 

Same retention as Court Ser- 
vice Worker Files. 

Field Representatives P& 

Destroy file upon termination 
of case. 

AMENDS : 73-357 
APPROVED: 3/23/78 
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PACE 

1 

STATE OIIXCI 01 8IClITI O? STAT1 

OF Application for D I I l l T M 1 I T  01 A K I I V I I  L I T S T O I T  

R E C O R D S  DISPOSITION STANDARD nsconDa * L I a o m t I T  DIvIsxon GEORGIA 

8 .  Ear l ies t  & Latest  
Dates of Ser ies  

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
' . R E C O R D  WILL C O N T I N U E  TO A C C U M U L A T E .  N O  FURTHER A C C U M U L A T I O N  A N T I C I P A T E D  

' -  

9 .  Exace Ser ies  T i t l e  

1 9 6 b t o  date . I Court Servcce Worker Case Fi les  

The Youth Services Unit, headed by the  Assistant D i r e c t o r  of Social Services, is 
respsible for the acbninistration and SuperVision of programs in the State  for 
youths.. Included are (1) the administration of detention centers fo r  juveniles 
(Youth h t e r s  Administration), ( 2 )  the supervision of p re t r i a l , t r i a l ,  post kkl, 
pre-detenticm and post detention services t o  jwen i l e s  in the State  (Court Services 
kk in i s t r a t ion )  '7 2 - . . r . "  ,: 

' *  What i s  the  function of t he  o f f i ce  i n  which t h i s  record se r i e s  is  created? 

b. . ,  

1. This f i l e  contains the  following documents: (include form numbers and t i t l es ,  i f  any, 
and f i l e  arrangement). 
m t s  relat ing t o  the case and supervision of juveniles by the court service worker. 
Included are: 

(1) Form 80 - Face Sheet 
( 2 )  N a r r a t i v e  

(5 )  .court P e t e t i a  '(%y> .. i(12) Change in plans form 82-2 ., , ! ~ z 7 . - : : -  > I - :  . , .~ . 7::. 

(6) Conditions of probation (13) Cert i f icate~.of  discharge Form 83 r :. . . . . 

(8) eOnditions of aftercare 
(9)  R e p o r t s  of tisits - .~ ~ . 

I 

. *  
(183\Status RecoqliC;S.-.fF 701 I .  

T .  
. .  

. > , ~ '  ~ 

~ ~. 
. -. (3) Psychological Remts 

(9) court Order (COPY) ' (11) Comesp6nckrIae . T ~ n  :i!!+ . -  ~ 

(7) Form 90 - ccmplaint sheet , ,  

Files  are arranged by case n m h r  
, 

ATTACH SAMPLES OF THE FIIX 



14. Is there  a duplication o f ' t h i s  s e r i e s  i n  another o f f i c e  o r  agency? 

15. Is the  information contained i n  thik s e r i e s  ever s G a r i z e d  or published? 

16. Does the  se r i e s  contain c l a s s i f t ed  infonnation'requiring secur i ty  handling? . 
17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? 

18. Could the function be performed i f  t h e  f i l e s  were l o s t  or destroyed? 

3 ,  ~n D i s t r i c t  Offices I 

Attach copy of summary or publication. 

Juvenile code and G+ldmin and Youth A c t  ' . .  
' 

: .. . .. -y2.: '~ i i +. :'. 

19. Is the  s e r i e s  ( o r  major portion of it,) regularly microfilmed? If yes ,  why? [ 1 [ 4  

20. Does the record s e r i e s  provide data as input t o  an EDP f i l e ?  [ 1 [ Y  
21. Does the  record s e r i e s  contain dociunmtation produced as , ~. EDP pr in tout?  . .  ., I 1 - [ Y  
22. Has the  Federal Government issued ins t ruc t ions  govern{ng.the retention/dispo- . [ ] [ 4 

s i t i o n  of  these f i l e s ?  > 1 ~. ~ I ,  .- - _. . .  . .. . .  .~ . i _ .  . -. - ~. . , , ; .. 

23. W i l l  t he rF  be a' nee'd f o r  these records 10, 15 yearS.from now? If ,yes, what? i l " 3  ~ - - _ _  ..---*-p*--- -- 
,a;, - ,- ~, ,. . . .  . _ -  , . .._I . , .  

. ~ _ _  
I 

~ 

. .  . . .  

24. R E Q U I R m N T S . ,  ' The follbwing requiies'5he f i les . - to 'be  kept'* '~ *- y ears  : , , 
'1 '4 reaches 'the e of 18 

a. [dSTATE b .  [IS%%* 03 c.??AUDIT d. [ ]%DERAL e .  [ ]ADMINIS&ATIVF ' f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

(Ci te  L a v ,  S t a t u t e ,  or  other  reason for  t h e  r e t en t ion  requirement) 

chapter 24A-27(e) The Juvenile Cqwt Code and Ga. Code Ann. 74-104 as anended 
- -x______ 

25. AGENCY RECOMbENOATIONS. This agency recommends t h a t  the f i l e  s e r i e s  be cut off  a t  the end 
of  each -[]CALENDAR YEAR -[]FISCAL YEA? -[vOTHER see bdm . ,then : 

. *  

[ 3 Hold i n  the  current f i l e s  area ' :month(s)/ year(s):  
. [ 1. Transfer . t o  [ 1 .S t a t e  Records Center [ . .  3 . Local Hokding Area; hold6 . - . yea r ( s ) :  ,, 

[ 1 Destroy. . . ~. 

[ 1 Transfer t o  S ta te  Archives fo r  permanent re tent ion.  , ,  
[ 1 Destroy immediately af ter :cut-off .  . ~ .~ ~ ~ . 
[ 1 Other: (Specify) ";;.; ;.: ~ : ~ .  . 

. .  

~~ . .  ~ ~~ ~~ ~ ~- ~~~ ~ 

.. . 
:, ~ 

. .~ . . -  
_ I  

.. .I I ,  . :. ,. 

- Upon Cermination'of  case^; pla& fold& in &ctiG -file arranged ;bY 
ye= 5 
w h i c h  juvenile &ches'majoliity, '.ther! destmy. < 'Except that i n  calendar years endirig i n  $ 
and 5, fo r  the  Blue Ridge, Chattahoochee, Atlanta,  Rome, 0cmulgee;Eastern' and South Georgia 
j u d i c i a l  c i r c u i t s ,  send one .cubic  foot^ t o  the Archives f o r  perriianent retention. 

.j&&e keaches .majority; hold &ti1 the end of the calendar Year i.I! 

, ,  

( Indica te  b r i e f l y  r a t i a a  Ze for  k c o m e n d a t i o n s  above/or wr i t e  add+tionaZ remarks)  : 


